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MBORANIEM POR: Branch Chiefs, DD

SUBJERCT : Projects for 1§53

1.

2.

3.

Most of the following project’ have been hanging fire in recent veeks

due to the gressure of othar “usinesa. Target dates cre suggestc 4 for

completion of action or elimliation of each proposal listed.
ansiyeis Branch [

f. Ixm@u'ate with Processin: Branch a procedure for ldentificatlon
of flash documents by Scraeners and full clerical processing for

all subsequent issues of asach title received, DTarget: 15 Jemuary.

b. Joimtly with Processing Branch, support the proposed change 'n
Dwcard handling with s procsdure that causes dlaseminators to
sagregate the library copy, sddrass it for routing If necess:>y,
end hand it directly to & coder. Target: 6 Januery.

e¢. Plan the dissemination of Defense decuments with single-copy
snclosures received in the master copy stage so that Process ng
Brench may identify and distribute the subseguent hard-copy
receipts without further hondling in Amalysis Brancih.
Target: 3 Pabruaxy.

4. Construct a pilot model, easy look-up, card file of reading -e-
gquiremsnts. Test an aret msjor, subject minor arrangement o
regquirements, Plan for evemtual employment of modarn aquipm:ot
{e.g. Diebold) and for cerd production employing the Justowriter.

- Target: 1 March.

Processtng arecc: [N

a. Complete plans and nagotiations with Acquisition Aranch, CIA Librery,

for trensfer toc them of the distribution of Press Summaries.
Pargst: 3 February.

b. Insugurate, jointly vith Analysis Branch, the new proposal for
handling of rds and Lhe change in Batch flow dlscussed par.
2+h above. Target: 6 Jimuary.

¢. Establish clerical responsibility for the distribution of Flaish
documents following identification of first issues by Bereerars
in Analysis Preach: Tarye$:r 15 Januery.
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' 25X1A
Special Control hwwh_ .

&, Draft and m&n&ﬁa statement of OCR responsibllities in support
of I Torset: 15 Jumary.

b. Prepare job deseriptions and Bagin recrultment for all vecancies.
Targat: 20 Jaouary.

Heppy New Year.

25X1A
Chief, Document Division
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